
TAMS 
Time and Management System 

Entering Your Time 



From your desktop double-click on 
the TAMS shortcut.  

Type your A number  in the 
username section and your 
password and click OK.  

HR will have given you an A number  and a temporary password to sign into TAMS. If you 
lose this, ask your manager/mentor for assistance. 



Important news will often be posted here, otherwise it is blank. 

On your first visit you will want to change your password and create a signature.  

To enter time, click on Timesheet.  





Fill in your hours each day. Don’t forget to select your 
Description and Project /Task. 
If you take time other than “Regular” time you will need to 
use a separate line. You may also have to portion out your 
time to different projects or tasks. 



If you make any changes to your time card you will need to save them.  
 
When you time card is done, you will need to sign it with your electronic signature before it 
can be processed by payroll. Once you sign it, you can no longer edit it. 
 
You card will be sent to you mentor for approval. If there are any issues it will be sent back to 
you for correction (you will receive an email). 
 
If you have any questions about how to fill out your timecard, please ask your mentor. 
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